12. 720

12.720 EVIDENCE: SUBMITTING FOR PHYSICAL ANALYSIS

Rev.

Ref er ence:

Procedure Manual 12.130 - Vice Control and
Enf or cement
Responsibilities
St andards Manual - 61.2.5, 84.1.2, 84.1.3, 84.1.5,
84.1.6

Pr ocedur e:
A. Al coholic Evidence:

1. Al coholic beverages used as evidence in
court require analysis.

a. Process evidence still in original
containers with unbroken seals as
foll ows:

1) The investigating officer will enter
the evidence in the unit's property
book and secure it in the unit
property room Attach the follow ng
itens to the evidence:

a) A copy of the related Arrest and
| nvesti gati on Report (Form 527)
or Notice to Appear (Form 314).

b) A Property Receipt (Form 330).

1] List on the Form 330 the
name of each arrested
person. |If the property
al so involves a |iquor
establishment, include the
[ i quor establishnment's nane
(DBA) on the Form 330.

c) A Property Held for Court Tag
(Form 327) marked "Held for
Court."

d) An Analytical Report for Liquor
Violations (Form 484) for
submi ssion to the city chem st.
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2) Deliver the evidence to the Court
Property Unit between 0730-0830
hours, Monday through Friday.

Process evidence no longer inits
original container as follows:

1) Renove ice fromthe beverage to
prevent dilution of the evidence.
Pl ace the evidence in an evidence
bottle and seal it.

a) The investigating officer wll
mark the seal with identifying
information in the presence of
the arrested, if possible.

| f possible, seal evidence still inits
ori gi nal opened container. Mark the
seal as in Section A l.b.1)a).

Conpl ete Forns 330, 327, and 484.

Attach these itens and a copy of the
Form 527 or Form 314 to the evidence.
Enter the evidence in the unit property
book. Deliver the property to the Court
Property Unit.

1) List on the Form 330 the nanes of
all arrested persons and the nanme of
the liquor establishnment, when
appl i cabl e.

The Prosecutor's Ofice will notify the
Court Property Unit when a defendant's
case receives a court date. Court
Property Unit personnel wll then send
any necessary |iquor sanples to the |ab
for anal ysis.

Upon conpl etion of liquor cases in

court, the arresting officer will inform
the Court Property Unit of the case

di sposi tion.

Process evidence gathered for presentation
to the Ohio Liquor Conm ssion according to
Section A.1l. Wite "Hold for Col unbus” in

red on the Form 330.
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a. Evidence in original containers with
unbr oken seals presented to the Chio
Li qguor Conm ssion only does not require
anal ysi s.

Drug Evi dence:

1. The investigating officer will properly tag
evi dence believed to be an illegal or
illegally possessed drug. A supervisor wll
verify the contents and wei ghts of drug
evi dence envel opes.

a. Weigh the above drugs/chem cal
substances, place themin an envel ope,
and seal it with evidence tape. Wigh
the total package again w thout any
forms attached. Mark on the front of
t he evi dence envel ope and the Vice
Activity Report (Form 526) the
wei ght/count of the drugs and the total
packaged wei ght of the seal ed envel ope.

1) Package drugs seized separately from
drug paraphernalia. Do not weigh
drug paraphernali a.

b. The weighing officer and verifying
supervisor will mark their nanes and
badge nunbers on the evidence envel ope.

1) Recall Court Property Unit personnel
to wei gh evidence too |large to weigh
at the recovering unit. Contact
Court Property Unit personnel if the
val ue of the evidence exceeds
$1, 000.

c. Wen processing pills, tablets,

capsul es, caplets, etc., count the

i ndi vidual units, place themin an

evi dence envel ope, and seal it with
tape. Weigh the total package w t hout
any forns attached. Mark on the front
of the evidence envel ope and the Form
526 the count of the drugs and the total
packaged wei ght of the seal ed envel ope.

d. Attach a copy of the Form 527, Form 314,

and Evi dence Subni ssion Sheet to the
evi dence.
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e. Al Fornms 330 will acconpany the
property to the Court Property Unit.

f. Make a control copy of the Form 526.
Attach the original Form 526 to the
sei zed drugs or drug paraphernali a.

g. To maintain continuity of evidence,
process articles held through the unit
property book before taking themto the
Court Property Unit. Mark in the unit
property book the wei ght/count of the
drugs/pills and the total weight of the
seal ed package.

1) Secure drug evidence separately from
ot her evidence in the unit property
room

h. Al personnel handling property wll
sign their nanme and date the evidence
bag in the designhated spaces to ensure
continuity.

2. The Court Property Unit wll:

a. Assune custody of all properly tagged
evi dence delivered to their office.

b. Sign and return the white copy of the
Form 330 to the delivering officer for
his unit files.

c. After verifying the packaged wei ght,
sign and return the Form 526 to the
delivering officer for appropriate
copies and filing.

d. Log the evidence into the Court Property
Unit.

e. Cause analysis of the evidence for
court.

1) Once the Court Property Unit
recei ves the property, direct al
gquestions about its status to that
unit. Have the property nunber and
| ocati on nunber ready when nmaki ng
inquiries.
3. The arresting officer wll advise the Court
Property Unit of the disposition of
conpl eted court cases.
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O her Evidence Requiring Physical Analysis:

1

2.

Crimnalistics Squad nust review any

evi dence ot her than drugs, al cohol, or
evidence froma traffic accident before
submtting it to an outside agency for

anal ysis. Do not submt evidence directly
to the Ham | ton County Coroner's Lab or
anot her agency. Properly tag and process
items through the unit property book.

a. Personal Crines Unit does not need
Crimnalistics Squad to review its
evi dence before submtting it for
anal ysi s.

b. Wen recovering evidence in need of
analysis and Crimnalistics Squad is
cl osed, process it through the
recovering unit's property facility.
The of ficer assigned the case for
foll owup investigation will ensure
Crimnalistics Squad reviews the
evi dence before sending it for analysis.

c. The original Evidence Subm ssion Sheet
w || acconpany articles to the
| aboratory. The laboratory wll not
accept photocopies of this form Attach
a copy of the offense report to the
ori ginal Evidence Subm ssion Sheet.

1) Distribute copies of the Evidence
Subm ssi on Sheet as foll ows:

a) Oiginal to the anal yzing agency
b) Copy to investigator's file

c) Copy to Crimnalistics Squad
along with a copy of the offense
report

Court Property Unit personnel wll:
a. Pick up property and | ab reports.

1) Staple the Oficial Crinme Laboratory
Report submtted by the Ham I ton
County Coroner's Laboratory to the
evidence. It will remain with the
evi dence until the evidence receives
a final disposition.
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b. Ml a copy of the Oficial Crine
Laboratory Report to the investigating
of ficer.

c. Respond to the |aboratories daily,
Monday t hrough Friday, except holidays.

Anal yzi ng Agenci es:

1. The Court Property Unit wll deliver
evi dence submtted to the Bureau of Crim nal
I dentification and I nvestigation (BCl),
London, Oni o.

a. Evidence Subm ssion Sheets are avail abl e
at the Court Property Unit.

2. The Crimnalistics Squad nust review all
requests nmade to the Federal Bureau of
| nvestigati on Laboratory, Wshington, DC and
the United States Postal Inspector's Ofice
for evidence anal ysis.

Processing Evidence for Cncinnati Private
Police Oficers:

1. dncinnati private police officers
(currently comm ssioned by the Cty of
Ci ncinnati, authorized by the Police Chief
and the Safety Director) will issue m nor
m sdeneanor drug abuse citations.

a. Seized drug evidence will be submtted
to the district where the offense
occurs.

2. The desk officer will notify a supervisor
when a private police officer submts
evidence to the district.

a. Submt conpleted Forns 314, 330, 526,
and the Evidence Subm ssion Formw th
t he evi dence.

3. The district supervisor wll:

a. Check all forns for conpl eteness.

b. Ensure the property envelope is properly
conpl et ed.

c. Weigh and seal evidence in conpliance
wi th Section B.

Repl aces 12/ 96 6



Rev.

1/ 97,

12. 720

Any follow up, including conpletion of the
Status of Evidence and Property (Form 676),
will be the responsibility of the district
of subm ssion

Court Property Unit personnel wll:

a. Accept and process evidence in the sane
manner used for G ncinnati police
of ficers.

b. Have the private police officer conplete
a Property Checkout Card (Form 331) when
retrieving evidence fromthe Court
Property Unit.

When the private police officer is unable to
return property to the Court Property Unit
on the day it is checked out, the property
Wil be returned to District One.

The District One supervisor will receive

evi dence, confirmits weight, and ensure the
property is properly logged into the
property book.
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Procedure 12. 720 | ndex

This procedure appears in the main Procedure Manual Index in
the foll om ng manner:

Page 3

Anal ysis, Submtting Evidence 12.720
Al coholic Evidence pg. 1

Anal yzi ng Agencies pg. 5

Drug Evidence pg. 2

O her Evidence Requiring Physical Analysis pg. 4

Processi ng Evidence for Private Police Oficers pg. 5

Page 26

DRUG

Evi dence pg. 2 12. 720
Page 28

EVI DENCE

Evi dence: Submtting for Physical Analysis 12. 720
Al coholic Evidence pg. 1

Anal yzi ng Agencies pg. 5

Drug Evidence pg. 2

O her Evidence Requiring Physical Analysis pg. 4

Processi ng Evidence for Private Police Oficers pg. 5

Page 61
PROPERTY:

Subm tting for Physical Analysis 12. 720
Al coholic Evidence pg. 1
Anal yzi ng Agencies pg. 5
Drug Evidence pg. 2
O her Evidence Requiring Physical Analysis pg. 4
Processi ng Evidence for Private Police Oficers pg. 5
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